基本フォーマット34　顧客への返事３（保証書が再発行不可）

From: Caroline Hopkins

To: Takashi Sawada  

Subject: RE: Reissue of a Warranty Card

Dear Takashi Sawada 

Upon receipt of your e-mail about the warranty on your new product, ①we have to say that we cannot issue a new warranty card for the product. The reason is that ②our products are always packed along with a warranty card. It is unlikely that no warranty card accompanied your product. Please check the inside of the package. 

Please note that, our standard procedure requires all warranty cards to be packed together with the product. ③If you have further questions regarding this matter, please don’t hesitate to e-mail us. 

Thank you for your patience. 

Best Regards,
Caroline Hopkins 

Sales Department   

①★★★　②★★★　③★★★★
〔入れ替え表現〕　相手の地位やその場の状況に応じて使い分けましょう。　
① we regret to tell that ～ ★★★★★ 
② our products always include a warranty card. ★★★  

③ Just e-mail us if you have any questions regarding this matter. ☆☆
　　　　　　　　　『外資系の英文ビジネス文書フォーマット』（明日香出版社）より
